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CONTFIDERTIAE /056

MEMORANDUM FOR: Director of Communications

25X1 FROM:

Executive Assistant, O

SUBJECT: Executive Assistant Monthly Report - October 1983

1. The Monthly Report of the Executive Assistant was formerly
just a part of the D/CO Staff Monthly Report which included sub-
missions from the former Senior Support Assistant, the Budget
Control Staff, the Information Management Staff, the Programs and
Budget Staff and the Planning Staff. With the dissolution or merger
of these elements the only existing D/CO staff elements are the

25X1 Management and Liaison Staff and the Executive Assistant.

2. These Executive Assistant activities during the month of
October were worthy of noting:

a. The duties of OC Suggestion Award Coordinator were
transferred to the Assistant for Personnel Recognition in the
Administrative Management Division.

b. A bi-weekly tracking mechanism for the Area Chiefs
Conference Action item was instituted.

c. All essential OC employees were identified to the
Office of Logistics Emergency Support Center. It is that
component's responsibility to get essential employees to
their places of duty in weather and other emergencies.

d. The Executive Assistant served as a member of the
MCS GS-12 Evaluation Board and chaired the MCG GS-12
Evaluation Board.

e. Long awaited cash awards were received by two OC
officers, one of which had retired. The awards were
25X1 officially granted to the officers by |
25X1 [ lin 1977 for their suggested modification to an optical
character reader. The actual checks, however, were not
delivered to the recipients until 1983.

25X1
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CONFIDENTTIAL

SUBJECT: Executive Assistant Monthly Report - October 1983

f. The Executive Assistant was assigned responsibility
for the coordination of all office space requirements and
was identified as the OC point of contact to the New Building

25X1 Project Office.

25X1
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CONFIDENTIAL

SUBJECT: Executive Assistant Monthly Report - October 1983

Distribution:
Orig. - Addressee
1 - OC-EXA Chrono

25X1 Orig: OC-EXA/D/CO/, (22 Nov 83)

CONFIDENTIAL
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